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2011-2012 VISTA Recruitment Timeline 
 
 
¢ March 28th – VISTA positions posted in eGRANTS 

 
¢ March-June – Recruit and interview prospective VISTA members 
 
¢ June 8th – Date by which a final VISTA candidate must be selected for your site and approved by 

the Saint Paul VISTA Program (approved candidates will meet with Program staff to complete pre-
enrollment paperwork before being sent to the VISTA State Office for final approval) 

 
¢ June 24th – On-site Orientation and Training Plans due to Saint Paul VISTA Program 
 
¢ August 2nd-5th – VISTA members attend Pre-Service Orientation  
 
¢ August 8th-9th – VISTA members attend Saint Paul VISTA Program Orientation 
 
¢ August 10th – VISTA members’ first day on-site, beginning of on-site orientation 

 
 
 
 



 
 

eGRANTS Tutorial � Part 1: Create an eGRANTS Account 
 
Step 1: Navigate to http://egrants.cns.gov  
 

 
 
Step 2: Click on “Don’t have an eGrants Account? Create an account.” 



 
 

 
 
Step 3: Click on “Create a Grantee account.” 
 

 
Step 4: Click on “This is my first time…” 



 
 

 
Step 5: Complete Login Information (with your information), then click “next.” 



 

 
Step 6: Enter EIN #: 416005521 and select “next.” 
 

 
Step 7: Select City of St. Paul � Saint Paul, MN (first listing). Then select “next.” 
NOTE: If you select the 2nd (lower) City of St. Paul listing, your account will not be created. 



 

 
Step 8: Select “next.” 
 

 
Step 9: Enter a Daytime Phone number, then select “next.” 



 

 
Step 10: Review your information, then select “submit” and wait to be notified of approval.



 
 

eGRANTS Tutorial � Part 2: Member Recruitment and Selection 
 

Step 1: Complete VISTA Site Assignment Description (submit to william.tully@ci.stpaul.mn.us  
electronically) 
 
Step 2: Visit http://egrants.cns.gov. Log into system, using personalized username and password. For 
username/password questions, click “Forgot your password? Get help.” 
 

 
 
Step 3: Click on “Portal Home” (might also read “Recruitment (#  Member Applications)” 



 
 

 
Step 4: Search for your site’s applicants, by “Listing.” Please ONLY view the candidates who have 
applied directly to your VISTA project (you will see applicants who have applied to ALL Saint Paul 
VISTA Program projects). 
 
 

 
 
Step 5: View Entire Application 

• Click on “print” to view a summary of the application you’d like to review. Please note: this 
summary view does not include the required reference forms, so you’ll need to retrieve these 
forms separately (see step 6). 

 



 

 
 
Step 6: To retrieve an applicant’s reference forms, click on the applicant’s name. 
 

 
 
Step 7: Click on “References” tab. 



 

 
 
Step 8: Click on each reference’s name (if completed) to view and/or print individually. 
If the reference has not yet completed the reference form, ask the applicant to follow up with his/her 
reference. VISTA applications are not considered complete until both references are completed. 
 
Step 9: Contact and interview qualified applicants, either in person or on the phone. 

• See the document “2011-2012 Interview Tips and Sample Questions.” 
 

Step 10: Prepare to make a “tentative” offer to a candidate. 
• First, be sure that you have reviewed a candidate’s application, completed reference forms, 

and conducted an interview. 
• Notify Saint Paul VISTA Program staff of your intention. 
• You will be given an “Evaluation of VISTA Applicant” form, to be submitted electronically. 
• Saint Paul VISTA Program staff will review and respond to you with feedback and initial 

approval or non-approval. 
  

Step 11: Make a “tentative” offer to a candidate 
• After receiving initial approval from VISTA Program staff, contact the candidate and make a 

“tentative” offer, explaining that final approval is dependent on VISTA State Office 
approval, and successful completion of a background check. 

 



 

 
Note: Do not fill out the �Sponsor Recommendation / Rejection� section for any applicants.  Saint 
Paul VISTA Program staff will complete this section prior to sending any final applicants to the 
CNCS State Office for approval.   
 
 
If you have any questions, contact the Saint Paul VISTA Program: 
 
Willy Tully 
VISTA Program Manager 
william.tully@ ci.stpaul.mn.us 
651.266.8582 


